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1. COBCLUBLINS.

8. With the erceptions, ss uoted belew, the iudget and Fiscal
25X1A of the varioss ‘res Divisions and the bedget and
fimeal functions of the vericus Senior Cteffs of the 00/P
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b. PFrovided thst the following recommendstions are sdopted and
implemented, the rumber of personnel estimsted to be required
for the performance of the essentiel tudget end iecel fune-
tions in the 13/P ares esn b meterin’ly reducsd ss shown
under paragraph L helow.
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KECOMMTEDATT OB, [
Recomuendations
e. Aminigtrative elements of the
PD/P discomtinue the function of
prwparing travel vouchers for staff
employees snd the employees be |
encouraged to utilise Cortral
Processing Hraneh in secordance
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] ®
be Praparation of travel orders
vo wilthdrswn fron sl sres
diviglong snd Ttalff olements
of the B/P so sesipned to !
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1. CONCLUSIONS
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PERSONNEL FUHCTIONS
of an
Operating Office

1. MANPOWER PLANNING

Furnishes specialized guidance to operating offics elements
in manpower planning to accomplish assigned tasks. Manpower plaining
includes estimates for numbers and types of persomnel required, skills
and abilities which will be needed, staffing patterns required to pro-
vide coverage of such skills and abilities.

2. CONTRACT AND PROJECT PERSOMNNEL

Participates with operational persomnel in develeping per- -
sonnel aspects of administrative plans and securing approvals. Assisis
in execution ol personal service coniracts, and monitors operating pro-
Jects for compliance with approved plans.

3. T/0 DEVLLOPMENT

Assists operating office personnel in development of Tables of
Organigation by providing advice as to format, preparation of justifi-
cations, anc estimate of proper job classification,

L, STAFFING REQUIREMENTS

Serves as coordinating point for the operating office in prepara-
tion and authentication of requests for personnel which are directed %o
the Personnel Office. Requests specify necessary and desirable qualifica-
tions required for the positions to be filled, together with statements
of limiting or unusual factors inherent in the positions.

5. RECORDS AND REPORTS

a. Maintains a current record of T/0 of the operating office
against which names of individuals on duty or in process are indicated.
As a part of this T/0 record maintains on a current basis personal infor-
mation on each operating office member, utilizing OF Lb for the purpose.
Posts to OF Lb pertinent changes involving operating office personnel.
Maintains current working file for individuals assigned to the operating
office.

b. From the combined record prepares such special perscnnel

reports or tabulations as may be required by the operating office wnich
are supplemental to official reports prepared by the Personnel Office.

CONFIDENTIAL
Security Information
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6, PERSONNEL EVALUATION REPORTS

Serves as central coordinating poiwt in the operating office
for assuring that Personnel LEvaluation Reports are complete and timely
and that approved recommended actions are effected.

70 REGUESTS TFOR  PERSONKEL ACTIONS

From the T/0 record reviews or prepares Request for Persounnel
Action, SF-52 involving operating office personnel. Responsible for
securing the required concurrences and approvals prior to submission of
the actions to the Personnel 0ffice,

8. LIAISON

a, External. Conducts continuing liaison with other dgency
elements (such as Personnel, Medical, Security, Finance, Fiscal) on
matters affecting operating office personnsl, and serves as the central
point within the operating office where other Agency slements nay securs
information or dirdct requests for action involving operating office
personnel, ‘

b. Internal. Serves as the central point where operating
office personnel may direct their inquiries concerning perscnzl status,
actions affecting them, personal problems, and the like. On matbers not
within the cognizance of the operating office personnel officer, the in-
dividual is referred to the proper office, whether it be the Personrel,
liedical, Security or other Office rseponsible for or cogniszant of ithe
problemo

9. ASSISTANCE TO CARLFR SERVICE BOARDS.

Provides assistance in the nature of specific statistics, evalua-
tions, prior or current plans for utilization for career service boards
concerned with rotation planning, career development, and training of
operating office personnel.

10, OVERSEAS MOVEMENT

Serves as central coordinating point within the operating office
to assure that individuals are scheduled with Central Processing Eranch,
Personnel 0ffice, and assists the Personnel Office by initiating or secur-
ing the initiation of operating office documents required to effect the
movement. Supplements CPB/PC briefings to the extent that specific instruc-
tions not covered in the general briefings are made known to the traveller.
Arranges for operational de~-briefing of returnees from overseas assigments,

-t 0o -
NOTE: The following non-persomnel functions may sometimes be assigned to
the operating office personnel group when in the opinion of the operating

office head such assignments are desirable or necessary: a. Tralnlng TLiaison
Officer, b. Physical Security Officer, c. Cover Qfficer.
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